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Making Appraisals Pay Off.... Jun. 
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Good Riddance? (C) ........ Jul. 
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The College Degree That Wasn't 

Housekeeping 


Turning Waste Into Dollars (D) Feb. 
Makeup Air: Growing Problem 

How to Stretch Office Space... Apr. 
Plant Housekeeping: It’s More 

Than Pushing a Broom..... Jun. 
Curbing an Industrial Killer (D) Jul. 
Making Workers as Safe as Their 


Aug. 
Tips on Maintaining Office In- 
Aug 


Industry’s Stubborn Rust Prob- 
lem (D) 
High-Pressure Water: Versatile 


Industrial Cleaning Tool (D) Nov. 


Induction 


Helping New Employees Feel at 
Home 


Welcome Aboard! Orienting the 
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Making Workers as Safe as 
Their Machines 
How to Safety-Train a New 
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Interviewing 
When an Employee Needs Criti- 
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How to Survive Your People 
Problems (D) 
Guidelines for Developing Em- 
ployee Potential (D) 
Making Appraisals Pay Off... . 
Tips on Better Listening (D)... 
Guides to Applying Discipline 
(D) 
For Better Appraisals—Be Spe- 
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Labor Relations 


Do’s and Don'ts for Grievance 
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Jan. 14 
How to Work with a Union 

Guides to Applying Discipline 

Aug. 
Rules for Dealing with Rule- 

cc Sep. 4 
Coming to Grips with Employee 
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Stop Grievances Before They 
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Lateness 
Is There an Answer for Lateness 
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It Takes Know-How to Dele- 

Jan. 4 
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Motivation: Are You Touching 

All the Bases? (D)......... Jan. 30 
Who Is “The Company”?...... Mar. 14 
Guidelines for Delegators (D). Mar. 31 
.What You Can Do About Ab- 

12 Ways to Make Delegation 

May 4 
How Attitudes Lead to Acci- 

The Job That Couldn’t. Be Done May 18 
“Tll Do the Thinking Around 

Delegation: The Three Major 

Employee Commitment: Key to 

Smooth Change (D) ...... Jul. 31 
Two Keys to Better Motivation Aug. 8 
How Champions Reach the Top Sep. 14 
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Just What Is Success?......... Oct. 8 
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Four Steps to Lower Mainte- 
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Removing Fire Hazards from In- 
dustrial Trucks (D) 
Safety Training + Preventive 
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Curbing an Industrial Killer (D) Jul. 

Tips on Maintaining Office In- 
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For Safety: Install a Foolproof 
Lock-Out Program (D)..... 
Industry’s Stubborn Rust Prob- 
lem (D) 
Spot Machine Trouble Early 
with Nondestructive Testing 
High-Pressure Water: Versatile 


Industrial Cleaning Tool (D) Nov. 
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It Takes Know-How to Delegate Jan. 
The Art of.Personal Negotiation Jan. 
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A Good Manager Is a Fit Man- 


12 Ways to Solve Problems Cre- 
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Systems & Procedures: Are You 
Getting Your Money’s Worth? Feb. 
Should You Tell Employees 
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Cooperating with Other Super- 
Mar 


Guidelines for Delegators (D) . Mar. 
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How to Stay on Top of Your 
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What It Takes to Be a Leader.. Dec. 
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It Doesn't Count If You Don’t 
Follow Through ........... 

How to Survive Your People 
Problems (D) 
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Vacation Time: No Picnic for 
the Supervisor 
When Departments Are in Con- 
flict (D) 
Welcome Aboard! Orienting the 


New Employee ........... Jun 
A Good System Needs Good 
Jun. 


Spend Your Time Where It 
Task Assignment: Does the 
Right Man Get the Job? (D) Jun. 
Delegation: The Three Major 
Problems 
Stress on the Job? Here’s What 


Curiosity Is Part of Your Job. . 
Employee Commitment: Key to 


Smooth Change (D) Jul. 


Two Keys to Better Motivation. Aug. 
Plan Before You Delegate (D). Aug. 


How to Find Out What's Really 


Happening (D) Au 
e Supervisor Who Wouldn't 
Let George Do It.........- Sep. 


Why Committee Meetings Fail. Sep. 
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From Operator to Supervisor: 

It’s a Tough Transition (D). Sep. 
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Just What Is Success?........ Oct. 
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Thinking Ahead: A Checklist 

for Planning and Organization 
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Stop Grievances Before They 
Start 


Stretch Your Work Hours (D). Nov. 
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What It Takes to Be a Leader... Dec. 
How to Understand a Computer Dec. 
Help Your Boss Do His Job.... Dec. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


48 SUPERVISORY MANAGEMENT 


Nov. 


| 
Apr. 28 
May 4 
Feb. 48 May 39 
Mar. 43 4 
15 9 
36 33 
45 
4 
37 
8 
16 
73 
31 
4 
20 36 
4 
25 8 
36 42 
39 
45 
4 
48 
11 
28 
30 
4 
12 
a 14 


Don’t Make These Delegation 


Manpower 
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“I’m Not a Pencil Pusher!”.... 
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How Work Measurement Works 
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Feb. 


Is Overtime Always the Answer? Aug. 


What About Older Workers?.. Sep. 
Measuring Work That’s Hard to 
Fair Treatment Plus ......... Dec 
Materials Handling 
Removing Fire Hazards from 
Industrial Trucks (D) ..... Mar 
New Control Devices for Mate- 
rial Handling (D) ....\... Mar 
Our Second-Generation Indus- 


Lift Trucks: What the New 


Breed Will Be Like (D).... Aug. 


Meetings 


Explaining Changes: If You 
Don’t, The Grapevine Will 


Apr. 
“Mr. Chairman”—Tips on Run- 

ning a Committee (D)...... Apr. 
When Departments Are in Con- 

May 
Supervisor's Guide to Training 


Why Committee Meetings Fail. Sep. 
Tips on Keeping Your Audience 


Avoid These Nine Listening 
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How to Use the New Welding 
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Systems & Procedures: Are You 
Getting Your Money’s Worth? Feb. 
How to Attack Operating Costs Feb. 
“I'm Not a Pencil Pusher!”.... Feb. 
Safeguards Against Static Elec- 
tricity (D) 
Stop Runaway Forms Costs (D) Feb. 
Four Steps to Lower Mainte- 


Try This Find-What-You-File 

Mar 
Take the Guesswork out of 

Mar 
Training: Plan for the Man.... Mar 
How to Stay on Top of Your 

Mar 
Design Your Own Business 

Mar 
Removing Fire Hazards from , 

Industrial Trucks (D) ...... Mar. 


Six Steps to Smarter Decisions. Apr. 


How to Stretch Office Space... Apr. 
“Mr. Chairman”—Tips on Run- 
ning a Committee (D)...... Apr. 
Filing Systems for the Auto- 
mated Office (D) ..... Apr. 
How Attitudes Lead to Acci- 
ay 


More Versatility for Office Du- 
plicators (D) ay 
How to Use a Training Film (D) May 
Safety Equipment: How to Se- 
lect and Use Respirators (D) May 
Light the Way to Better Office 
Work (D) 
Computer Conversions: Must 
They Be Chaotic? ......... Jun. 
Plant Housekeeping: It’s More 


Than Pushing a Broom..... Jun. 
Spend Your Time Where It 

Jun 
How to Prevent Electrical Fires 

Longer Life for Office Equip- 

Jun. 


Is That Noise Necessary? ..... Jul. 
End Filing Mixups with Better 
Indexing (D) Jul. 
Curbing an Industrial Killer (D) Jul. 
How Work Measurement Works 


Jul. 
Making Workers as Safe as 
Aug. 


Is Overtime Always the Answer? Aug. 
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How to Get More Production 


for the Same Cost.......... Aug. 20 
Tips on h..uintaining Office In- 

Aug. 22 
For Safety: Install a Foolproof , 

Lock-out Program ......... ug. 41 
Stop Runaway Copying Costs 


The Supervisor Who Wouldn't 

Let George Do It.......... Sep. 16 
Why Committee Meetings Fail. Sep. 23 
Tips on Setting Job Standards , 

D 


Measuring Work That’s Hard to 

Make the Most of Your Scrap 

Using Flow Charts to Show and 

Tell (D) 
Spot Machine Trouble Early 

with Nondestructive Testing 

Stretch Your Work Hours (D) Nov. 28 


Forms: Better Design Means 

Make War on Waste (D)...... Dec. 24 
Tips on Improving Records Stor- 

6000600008 Dec. 34 
Morale 


High Standards: Key to High 
Performance 
Helping New Employees Feel at 


Should You Tell Employees 

Feb. 11 
Who Is “The Company”?..... Mar. 14 
Sloppy Dresser (C).......... Mar. 51 
Happiness Is When Your Boss 

What You Can Do About Ab- 

Apr. 10 


Explaining Changes: If - You 
Don’t, The Grapevine Will 


Apr. 38 
Welcome Aboard! Orienting the 

New Employee .........0.. Jun. 4 
Stress on the Job? Here’s What 

Is That Noise Necessary?...... Jul. 16 
Employee Commitment: Key to 

Smooth Change (D) ....... Jul. 31 


Two Keys to Better Motivation Aug. 8 


Is Overtime Always the Answer? Aug. 10 
Coming to Grips with Employee 


Is There an Answer for Lateness 
and Absenteeism? ......... Nov. 20 
Light the Way to Better Produc- 
Motivation 


(See also Appraisal; Communica- 
tion; Morale) 


It Takes Know-How to Delegate Jan. 4 
High Standards: Key to High 

Jan. 18 
The Art of Personal Negotiation Jan. 20 
Motivation: Are You Touching 

All the Bases? (D)......... Jan. 30 
Training: Plan for the Man.... 
Happiness Is When Your Boss 


Apr. 8 
What You Can Do About Ab- 

Am 
Guidelinés for Developing Em- 

ployee Potential (D) ....... Apr. 46 
How Attitudes Lead to Acci- 

od May 10 


The Job That Couldn’t Be Done May 18 
Communicating with Young 


Computer Conversions: Must 
They Be Chaotic?.......... Jun. 10 


Task Assignment: 
Right Man Get the Job? (D) Jun. 33 
Employee Commitment: Key to 


Smooth Change (D) ....... Jul. 31 
Making Workers as Safe as 


Two Keys to Better Motivation Aug. 8 
Giving Instructions That Get 

Sep. 10 
How Champions Reach the Top Sep. 14 


Office Management 


(See also Appraisal; Boss-Supervisor 
Relationships; Communication; Cre- | 
ativity; Delegation; Induction; Inter- 
viewing; Leadership; Morale; Moti- 
vation; Planning; Training; Writing) 
Systems & Procedures: Are You ~ 
Getting Your Money’s Worth? Feb. 4 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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How to Attack Operating Costs. Feb. 
Stop Runaway Forms Costs (D) Feb. 
Cooperating with Other Super- 
visors 
Try This Find-What-You-File 
Systerh 
Design Your Own Business 
¥orms (D) 
Shorter Letters for Lower Costs 
How to Stretch Office Space. . 
Filing Systems for the Auto- 
mated Office (D) 
More Versatility for Office Du- 
plicators (D) 
Light the Way to Better Office 
Work (D) 
Computer Conversions: Must 
They Be Chaotic?.......... 
Spend Your Time Where It 
Longer Life for Office Equip- 
ment (D) 
End Filing Mixups with Better 
Indexing (D) 
Protecting Office Records 
Against Fire (D) 
How Work Measurement Works 
(D) 
Tips on Maintaining Office In- 
teriors 
Business Letters Don’t Have to 
Be Dreary (D) 
Stop Runaway Copying Costs 
(D 


Measuring Work That’s Hard to 
Measure (D) 
Using Flow Charts to Show and 
Tell (D) 
Forms: Better Design Means 
Lower Costs (D) 
Tips on Improving Records Stor- 
age (D) 


Oct. 


Personal Management 


It’s Smart to Have a Will. .... 
Hand Tools for the Home Work- 
shop 
Must Your Car-Repair Bills Be 
So High? 
Ladder Safety for Do-It-Your- 
selfers 


Aug. 


Foiling the Housebreaker ..... May 
Jun. 
When Cars Collide .......... Jul. 
How to Raise Money for a 
GD A 
How to Take a Vacation Every . 
Sep. 


Oct. 


Less 
Tips on Personal Investments.. Nov. 


Cold Facts About Winter Driv- 


Planning 


Systems & Procedures: Are You 
Getting Your Money’s Worth? Feb. 
“I'm Not a Pencil Pusher!”.... Feb. 
Giving Orders That Get Results 
(D) 
Training: Plan for the Man.... 
What You Can Do About Ab- 
senteeism 
“Mr. Chairman”—Tips on Run- 
ning a Committee (D)...... 
Vacation Time: No Picnic for 
_ the Supervisor 
Computer Conversions: Must 
Plant Housekeeping: It’s More 
Than Pushing a Broom...... Jun. 
Is Overtime Always the Answer? Aug. 
Plan Before You Delegate (D) Aug. 
Using Flow Charts to Show and 


Oct. 
Thinking Ahead: A Checklist 

for Planning and Organiza- 


Stretch Your Work Hours (D). Nov. 
Is This Meeting Necessary? (D) Nov. 


Don’t Make These Delegation 


Dec. 
Plant and Equipment 
How to Use the New Welding 
Processes Safely (D) ....... Jan. 


Turning Waste Into Dollars (D) Feb. 
Safeguards Against Static Elec- 
tricity (D) 
Makeup Air: Growing Problem 
for Industry (D) 
Four Steps to Lower Mainte- 
nance Costs (D) 
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Removing Fire Hazards from 


Industrial Trucks (D) ...... Mar 
New Control Devices for Mate- 
rial Handling (D) ......... Mar 


Safety Training + Preventive 
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Finding the “Why” of High 


More Versatility for Office Du- 
May 


Safety Equipment: How to Se- 
lect and Use Respirators (D) May 
Light the Way to Better Office 
Work (D) 
Pyrogenics: There'll Be a Hot 
Time in the Old Plant (D).. May 
Plant Housekeeping: It’s More 
Than Pushing a Broom ..... 
How to Prevent Electrical Fires 


ee Jun. 
A Guide to Protective Eyewear 


Longer Life for Office Equip- 
ment (D) 
Rechargeable Batteries: Versa- 
tile Pep in a Small Package 
(D) 
Is That Noise Necessary?...... Jul. 
Curbing an Industrial Killer (D) Jul. 
Protecting Office Records 


Our Second-Generation Indus- 
Jul. 


Making Workers as Safe as 


Aug 
Tips on Maintaining Office In- 
Aug. 


- Lift Trucks: What the New 


Breed Will Be Like (D)..... Aug 
For Safety: Install a Foolproof 
Lock-out Program (D)..... Aug 


Industry’s Stubborn Rust Prob- 
lem (D) 
Make the Most of Your Scrap 
Spot Machine Trouble Early 
with Nondestructive Testing 


Light the Way to Better Produc- 
oc Nov 
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High-Pressure Water: Versatile 


Industrial Cleaning Tool (D) Nov. 


New Breakthroughs in Lubri- 
cants (D) 


Problem Solving 
(See also Creativity) 


12 Ways to Solve Problems 

Creatively (D) 
Cooperating with Other Super- 

visors 
Six Steps to Smarter Decisions. Apr. 
When an Idea Needs a Friend.. May 
When Departments Are in Con- 

flict (D) May 
Curiosity Is Part of Your Job.. Jul. 


Productivity 


Mar. 


39 


39 
26 


(See also Methods; Morale; Motiva- 


tion) 


High Standards: Key to High 
_ Performance 
Systems & Procedures: Are You 
Getting Your Money’s Worth? Feb. 
Vacation Time: No Picnic for 
the Supervisor 
The Job That Couldn’t Be Done May 
Light the Way to Better Office 
Work (D) 
Plant Housekeeping: It’s More 
Than Pushing a Broom..... 
Spend Your Time Where It 
Counts (D) 


How Work Measurement Works 


(D) Jul. 


Is Overtime Always the Answer? Aug. 


How to Get More Production 
Tips on Setting Job Standards 
Measuring Work That’s Hard to 
Measure (D) 


Sep. 


Sep. 


Stretch Your Work Hours (D). Nov. 


Light the Way to Better Pro- 


Nov 
Promotions 
The Delayed Promotion (A).. Feb. 
Good Riddance? (C) ........ Jul. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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18 


22 
51 


Take the Guesswork out of ee 
Mar. 16 
Mar. 37 
32 
4 
32 4 
42 
46 
22 
36 
41 = 
45 ‘ 
14 
48 18 
16 
37 46 
43 22 
45 30 
41 34 
39 
sep. 43 28 
Sep. 46 37 
| 


From Operator to Supervisor: 
It’s a Tough Transition (D). Sep. 36 
Spe- 


For Better Appraisals—Be 
cific 


Oct. 18 
Public Speaking 
Tips on Keeping Your Audience 
Avoid These Nine Listening 
Nov. 4 
Purchasing 


Value Analysis at Work (D).. Jan. 48 
Finding the “Why” of High 


Apr. 32 
Make the Most of Your Scrap 

ob Sep. 46 
When You Need the Goods in 

How to Cut Costs with Creative 

Quality Control 


(See also Communication; Cost Con- 
trol; Training) 
Value Analysis at Work (D)... Jan. 48 
Makeup Air: Growing Problem 


cicccccce Feb. 44 
How Industry Uses Radioiso- 

Light the Way to Better Produc- 

Safety 
How to'Use the New Welding 

Processes Safely (D) ...... Jan. 32 
Hand Tools for the Home Work- 

Feb. 26 
Safeguards Against Static Elec- 

Makeup Air: Growing Problem 

Feb. 44 
Take the Guesswork out of 

on Mar. 16 


Fitting Machines to Men (D).. Mar. 37 

Removing Fire Hazards from 
Industrial Trucks (D)...... Mar. 43 

Safety Training + Preventive 
Maintenance — Lower Costs Apr. 15 


Ladder Safety for Do-It-Your- 


Apr. 
How Attitudes Lead to Acci- 


Safety Equipment: How to Se- 
lect and Use Respirators (D) May 


Plant Housekeeping: It’s More 


Than Pushing a Broom..... Jun. 
How to Prevent Electrical Fires 


(D) 
A Guide to Protective Eyewear 

Jun. 
When Cars Collide .......... Jul. 
Curbing an Industrial Killer (D) Jul. 
Making Workers as Safe as 


Their Machines .......:..- Aug. 
Is Overtime Always the Answer? Aug. 


For Safety: Install a Foolproof 


Lock-out Program (D) ..... Aug. 
Safety Services — Free for the 

GP Sep. 
How to Safety-Train a New 

WD in Oct. 
Light the Way to Better Produc- 

Nov. 
Coming: An Effective Storm 

Warning System (D) ...... Nov. 
“My Supervisor Doesn't Care 

Dec. 
Cold Facts About Winter Driv 

Dec 
Self-Development 
It Takes Know-How to Delegate Jan. 
Why Communication Goes Hay- 

Jan. 


The Art of Personal Negotiation Jan. 
A Good Manager Is a Fit Man- 

Jan. 
“I'm Not a Pencil Pusher!”.... Feb. 
Cooperating with Other Super- 


Mar. 


How to Stay on Top of Your 


Six Steps to Smarter Decisions. Apr. 
Happiness Is When Your Boss 


It Doesn't Count If You Don't 
Follow Through ......... 1 Apr. 
12 Ways to Make Delegation 
May 
Spend Your Time Where It 
Jun. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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28 

37 

10 

48 

23 

37 

40 
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18 
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Delegation: The Three Major 


Stress on the Job? Here’s What 

Jul. 
Curiosity Is Part of Your Job.. Jul. 


Plan Before You Delegate (D) Aug. 


How to Find Out What’s Really 


Aug. 


How Champions Reach the Top Sep. 
The Supervisor Who Wouldn’t 

From Operator to Supervisor: 


It’s a Tough Transition (D).. Sep. 


Why Supervisors Don’t Delegate Oct. 
Communication: What’s the 


Oct. 
How the Effective Supervisor 
Does His Job (D)......... Oct. 


Stop Grievances Before They 


Stretch Your Work Hours (D). Nov. 


What It Takes to Be a Leader.. Dec. 


Special Supervisory Problems 


Should You Tell Employees 


Feb. 
Wateh Your Language (C).... Feb. 


Mar. 
How to Survive Your People 
Vacation Time: No Picnic for 
May 
When Departments Are in Con- 
May 
What About Older Workers? .. Sep. 
When You Need the Goods i inia 
The College Degree That Wasn’t 
Dismissal: The Most Painful 
Nov. 
The Problem of the “Indispen- 
- Fair Treatment Plus ......... Dec. 
Technology 
How to Use the New Welding 
Processes Safely (D) ....... Jan. 
How Computers Will Handle 
Your Tax Return (D)...... Jan. 


-Turning Waste Into Dollars (D) Feb. 


What Will the 21st Century Be 
Feb. 


40 


Fitting Machines to Men (D).. Mar 
New Control Devices for Mate- 


rial Handling (D) ....:.... Mar. 


Photography Acquires a Third 
Apr. 
Pyrogenics: There'll Be a Hot 
Time in the Old Plant (D).. May 
How Industry Uses Radioiso- 
Jun. 
Rechargeable Batteries: Versa- 
tile Pep in a Small Package 


Jun. 
Our Second-Generation Indus- 
Jul. 


Lift Trucks: What the New 


Breed Will Be Like (D)..... Aug. 
* Spot Machine Trouble Early 


with Nondestructive Testing 
Oct. 
Coming: An Effective Storm 


Warning System (D) ...... Nov. 


High-Pressure Water: Versatile 


Industrial Cleaning Tool (D) Nov. 


How to Understand a Computer Dec. 
New Breakthroughs in Lubri- 


Training 


(See also Communication; Delega- 


tion; Safety) 


Helping New Employees Feel at 
Jan. 

How to Use the New Welding 
Processes Safely (D)....... Jan. 

Four Steps to Lower Mainte- 
Feb. 


Training: Plan for the Man.... Mar. 


Safety Training + Preventive 
Maintenance = Lower Costs. Apr. 
How Attitudes Lead to Acci- 
May 
How to Use a Training Film (D) May 
Welcome Aboard! Orienting the 
Supervisor's Guide to Training 
Jul. 
Curbing an Industrial Killer (D) Jul. 
Making Workers as Safe as Their 
Aug. 
Giving Instructions That Get Re- 
Sep. 
Safety Services — Free for the 
Sep. 
No Time for Training? (C).... Sep. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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What About Older Workers?... Sep. 
23 Is There an Answer for Lateness 


and Absenteeism? ...... +2 Nov. 

Oct. 31 Fair Treatment Plus ......... Dec. 
Vacations 
Vacation Time: No Picnic for Writing 
the May 14 (See also Communication) 

exing Vacations ........+56. Aug. 16 Four Keys to Effective Writing 
Women Workers Jan. 
“Never Underestimate, etc.” .. Feb. 16 Tor ier Lower Coote Mar. 
Watch Your Language (C).... Feb. 51 Molen Your 

May 

“Never Underestimate, etc.”... Feb. 16 a Aug. 
Communicating with Young Clear Writing Meeds Clear 

Authors 

ANDERSON, JOHN M. Try This Find-What-You-File System.................. Mar. 
BAER, WALTER E. Do’s and Don’ts for Grievance Handlers.................. Jan. 
BASSETT, GLENN A. The Art of Personal Negotiation. Jan. 
BRADEN, FRANK W. and TruTTER, Joun T. Why Communication Goes Haywire. .Jan. 
BRADHURST, MurpnHy W. Training: Plan for the Man..................ee05- Mar. 
——Vacation Time: No Picnic for the Supervisor. .............600eeeeee0ees May 
——Stop Grievances Before They Nov. 
Brown, Davip S. 12 Ways to Make Delegation Work. ................0006- May 
Carr, GRANT. Hand Tools for the Home Workshop. Feb. 
CoMIsH, NEwet W. Why Supervisors Don’t Delegate. Oct. 
CONNELLY, J. CAMPBELL. Avoid These Nine Listening Traps................ Nov. 
GoopsTEIN, Davip B. and KNopp, KENNETH C. Tips on Personal Investments. . Nov. 
Grieve, G. G. Take the Guesswork out of Safety... . Mar. 
——tThe Supervisor Who Wouldn’t Let George Do It... .. Sep. 
——How to Understand a Computer. Dec. 
Harpt, Ericu. Supervisor’s Guide to Training Conferences. Jul. 
AL. Vering Vacations. Aug. 
Huppie, Donan D. Stress on the Job? Here’s What to Do About It.......... Jul. 
KELLY, ARTHUR S. Plant Housekeeping: It’s More Than Pushing a Broom...... Jun. 
KILLIAN, Ray A. Welcome Aboard! Orienting the New Employee............. Jun. 
KNopp, KENNETH C. and GoopsTEIN, Davi B. Tips on Personal Investments. . . Nov. 
KuuHL, ArT. Clear Writing Needs Clear Thinking........... Oot. 
Lea, Joun S. Giving Instructions That Get Results... ..... Sep. 
Lewis, ALFRED E. Mating Pay O88) Jun. 
McLarn, J. C. Cooperating with Other Supervisors. .......++0-+eeeseeeeees Mar. 
MAYFIELD, HAROLD. High Standards: Key to High Performance.............. Jan. 
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———Happiness Is When Your Boss Bawls You Out?...............0cecee0es Apr. 
May 
——A Good System Needs Good People. .......--cccccscsccccsccccccsece Jun. 
——Communication: What's the Real Oct. 
MELHUuRST, JOHN F. Cold Facts About Winter Driving..................+.. Dec. 
MOLEN, RICHARD V. Making Workers as Safe as Their Machines............. Aug. 
MorGANn, JoHN S. Communicating with Young May 
Morton, B. When an Employee Needs Mar. 
Mott, STEwarT C. How to Stretch Office Space... Apr. 
——For Better Appraisals—Be Specific. .. Oct. 
NICHOLSON, MALCOLM W. Tips on Maintaining Office Interiors.............. Aug. 
PERCIVAL, Nora. Computer Conversions: Must They Be Chaotic?............. Jun. 
RUCHTI, WILLIAM N. Helping New Employees Feel at Home................. Jan. 
Is There an Answer for Lateness and Absenteeism?.............-00055: Nov. 
SCHODERBEK, PETER P. and STEINMETZ, LAWRENCE L. What You Can Do 
SILBER, MarK B. How Attitudes Lead to Accidents. May 
SMITH, CurRTIs M., Jr. It Takes Know-How to Delegate. Jan. 
STEINMETZ, LAWRENCE L. and SCHODERBEK, PETER P. What You Can Do 
STERN, L. E. Should You Tell Employees Everything?................0e00.8: Feb. 
STONE, Morris. If You Were the Arbitrator 
THOMAS, WILLIAM C. How to Work with a Union Steward.................... Jul. 


TRUTTER, JOHN T. and BRADEN, FRANK W. Why Communication Goes Haywire. .Jan. 
VALENTINE, RAYMOND F. Systems & Procedures: Are You Getting Your 


WeEDGwoop, HENSLEIGH C. Why Committee Meetings Fail................. ep. 
WHITESIDE, LYNN W. Six Steps to Smarter Decisions...................... Apr. 
WILLERT, WAYNE. It Doesn’t Count If You Don’t Follow Through............ Apr. 
WILLIAMS, CRAWFORD. Delegation: The Three Major Problems.............. Jul. 


56 SUPERVISORY MANAGEMENT 


8 
9 
9 
26 
8 
14 
16 
8 
10 
20 
28 
4 
21 
27 
27 
11 
20 
16 
18 
22 
10 
25 
20 
10 
10 
4 
10 
ll 
13 
22 
22 
23 
17 
21 
15 
15 
19 
15 
23 
17 
& 
4 
4 
23 
4 
17 
4 
20 


| 
/ 
| 


